
Copyright © 2006, Infinite Campus, Inc. All rights reserved.

AIM Assessment 
Pre-Label Collection 
via Direct Entry
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Agenda

1. Overview and purpose
2. AIM Navigation
3. Configure Calendars
4. Enroll Each Student
5. Who to call for help
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Overview of Process

The purpose of the December Collection is 
to enter student enrollment information.

This information will be provided to 
Measured Progress to register students for 
the CRT statewide assessment and create 
labels for the test answer sheets.

The collection will end January 5th.
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Overview of Process
AIM

(Achievement in Montana)

Infinite Campus 
District Edition 

Local student 
information system.

Extracts for state 
reporting. (.tsv)

Data Upload 

Direct Data Entry 
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Student ID

If you have not entered demographic 
information for your students, you will 
need to do this before proceeding.

Instructions can be found on the AIM 
website at www.opi.mt.gov/aim.html under 
the Training and Instructions tab
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AIM Navigation

AIM is organized in School Years, then School 
Districts, then Schools, then Calendars

Students are Enrolled into Calendars
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Campus Navigation
Available index items are based on the permissions 
given to a user.  If a School has only one Calendar, no 
Calendar list is displayed.
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Connecting to AIM (OPI’s IC State Edition)

Web Address (URL):
https://aim.opi.mt.gov/mtstate/aim.jsp

User name and password,
sent by OPI on Sept 1st to the 
Authorized Representative

If you are unable to locate 
your password, please call 
the AIM Project Manager 
at  444-1641.
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Configure Calendars

Each School has been provided with one default 
Calendar. You will need to configure this 
Calendar with the following information:

Verify Calendar name 

Give the Calendar a number

Enter correct start and end dates 
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Configure Calendars
With a School selected, navigate to 
System Administration > Calendar > Calendar

The Calendar name should be in the format School Name(####).

Give the Calendar a Number. 
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Configure Calendars
Enter correct Start Date and End Date. 
(The dates entered here should include days for administration and 
teacher in-service)

Repeat for each school in the district
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Enroll Each Student
Under Student Information, select the Student Locator to Search for 
each student

Make sure correct School is selected from the drop-down list
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Enroll Each Student
Enter Student’s Last Name, First Name and Gender. Click the 
Search button.
If the student has been enrolled anywhere in the state, their 
information will be listed, including the student’s State ID and Birth 
Date
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Enroll Each Student
Click on the matching student, and if they are enrolled in 
your district, you will be taken to their Summary Tab
Click on the Enrollments tab to see enrollment 
information

Page 14



Copyright © 2006, Infinite Campus, Inc. All rights reserved.

Enroll Each Student
If the enrollment is in the correct school, click on the 
enrollment line and verify the information: Grade, Start 
Date, Start Status, Service Type, and (if applicable) End 
Date, End Status and Dropout Code.  Then Save.
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Enroll Each Student
If the matching student is enrolled in your district, but is 
enrolled in a “Staging School” or “Staging Calendar”, this 
is a temporary enrollment that must be replaced.
Click on the New icon to bring up a new enrollment 
record
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Enroll Each Student
Enter correct information for Schedule (“Main”), Grade, 
Start Date, Start Status, Service Type, and (if applicable) 
End Date, End Status and Dropout Code.  Then Save.
There is no need to attempt to delete the “staging”
record.  It will be deleted during system clean-up.
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Enroll Each Student
If the matching student is 
enrolled in another district 
within the state, you will be 
taken immediately to a new 
enrollment record
Make sure you have the 
correct School selected
Verify the student’s 
demographic information.
Enter enrollment information 
for the student, then Save
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Enroll Each Student
If you do not find a match for your student, double 
check the information you have entered. The Student 
Locator uses “sounds like” criteria for finding matches.
After trying variations of the student’s name, if there is 
still no match, click the Create a New Student button. 
(You will be shown a warning.)
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Enroll Each Student
Enter identity and 
enrollment information 
for the student, then 
Save.

The State ID number is 
assigned when the 
record is saved.
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Extract Data

If you would like an electronic 
copy of your Enrollment 
information you can create an 
extract of this information. 

Select the correct school from the 
drop-down list, then navigate to MT 
State Reporting > MT Extracts 
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Extract Data
For Extract Type, select Enrollments. 
For Format, select State Format (TSV) 
All Calendars in the District will be displayed.  Select 
Calendar(s) and click the Generate Extract button.
Save your file to a location and name of your choice.
If you do not have a local SIS, you can use Excel to 
open the file you 
just extracted.
If you have a local 
SIS, you may import 
the data into your 
system. Page 22



Copyright © 2006, Infinite Campus, Inc. All rights reserved.

Save the File
Click on save
Save the file to a location 
and name of your choice. 

If you have multiple legal 
entities, use the following 
naming standard:

xxxStudentEnrollExtract
mmddyyyy.tsv

xxx=legal entity number
mm=two digit month
dd=two digit day
yyyy=four digit year

Repeat the process by 
logging off and back in for 
each of your legal entity 
system accounts
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Who to Call for Help
Login and Password Information

OPI Help Desk – 444-3448
OPI Project Manager – 444-1641

Questions on data elements
OPI – Student Records Manager – 444-3495
OPI – Data Resource Manager – 444-3494

Technical questions
Infinite Campus Help Desk 1-888-461-2004

Other questions
OPI – Project Manager – 444-1641
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